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IDPH Internship “One Form”
Internship Application, Project Description, and Agreement
 
SECTION 1: Internship Application (completed by intern candidate)
 
●  All intern applicants are required to complete this section and return the form to Vickie.Strosahl@idph.iowa.gov. Applicants are strongly encouraged to also include a cover letter and resume along with this form. 
●  The Iowa Department of Public Health (IDPH) is committed to providing quality, practical experiences for students. However, most internships are competitive and not all applicants will be placed. 
●  Most internships are unpaid, and students who complete internships with IDPH are NOT guaranteed any future employment at IDPH.
Contact Information
  Academic Credit
Are you applying for this internship with the intention of receiving academic credit?
 (If yes, please complete the information below.) 
Are there a required number of hours needed to obtain academic credit?
 
 
Internship Request Details
Are you available to work onsite? 
Available to telework?
 
If chosen as an intern for IDPH, student responsibilities include: 
1.  Maintaining a work schedule agreed upon with the preceptor
2.  Completing the specified tasks of projects, including written assignments
3.  Meeting with preceptor as needed to discuss the progress of project(s)
4.  Maintaining contact with faculty advisor regarding progress of the project as defined by faculty advisor
5.  Completion of any IDPH-required human resources forms, including a confidentiality agreement
SECTION 2: Project Description (completed by IDPH staff)
This form may be completed by staff after interviewing an intern candidate.  It can help define the internship or can be used to post a request on the Internship Opportunities website to search for internship applicants. 
  
Preceptor Information
 
Project Details
Student level preferred: (Please check all that apply)
Negotiable hours?
Will this internship be onsite only? 
Will this be a paid internship?
 
Note: Paid internships require pre-approval by supervisors, and the preceptor must contact IDPH Human Resources.  Paid internships require additional paperwork (ie  - Hiring Justification Form, Temporary State Employment Planning Form). 
 
Preceptor responsibilities include: 
1.  Assuring completion of IDPH-required documents
2.  Meeting with internship applicant and defining a project with dates/times of internship program
3.  Orienting student interns to the agency and specific project(s) assigned (Refer to Internship Checklist)
4.  Assisting the student in gaining access to information and data required for assigned project(s)
5.  Meeting with the student in regularly scheduled supervisory sessions
6.  Providing any required final reports to academic institutions on the student's performance
 
 
SECTION 3: Agreement for Internship
 
This section is to be signed by both the intern and the preceptor.  If the student is receiving academic credit for the internship, a faculty advisor should also sign the form. 
 
If internships are unpaid, please note the following guidance from the U.S. Department of Labor for Internship Programs under the Fair Labor Standards Act. 
1.  The internship opportunity should be similar to training which would be given in an educational environment.  
IDPH note: Discuss the internship goals during the application process.  
2.  The internship experience is for the benefit of the intern. 
3.  The intern does not displace regular employees but works under close supervision of existing staff. 
4.  The intern is not necessarily entitled to a job at the conclusion of the internship. 
5.  The intern and the employer understand that the intern is not entitled to wages for the time spent in the internship. 
 
AGREEMENT FOR INTERNSHIP
 
 
I have participated in the development of this IDPH Internship One Form and agree to the internship project description.  By electronically signing this form and checking the box below, I am verifying my agreement for this internship. 
 
 
 
Form Completion: 
Sections 1-3 of this Internship One Form should be completed for all internships. Copies should be provided for the student, preceptor, and IDPH Education Coordinator. If the student is completing an internship for academic credit, a copy should also be supplied to the faculty advisory and/or academic institution.  
 
9.0.0.2.20101008.1.734229
Definitions: 
·  Preceptor:  An IDPH employee who agrees to act as a site supervisor to student intern
·  Intern:  A student enrolled currently (or will be in the next semester) to an accredited post high-school learning institute.  Summer interns must be enrolled in the following semester to qualify as an intern.  Internships may be paid or unpaid and could be short-term (2-3 weeks) or long-term (1-2 semesters).  The term “intern” could be used interchangeably to include: 
o Practicum students  - Interns who are receiving college credit for their work
o Capstone students  - Interns who are finalizing their degree and the internship is a culminating activity for their academic program
o Job shadowing  - This is considered different from an internship and is usually only for a short period of time (less than one week). The student does not work independently and only follows and observes an employee's work.  
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